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Document No. J*jk 

No Change In Class. fg 
Q Declassified 
Class. Changed To: T$ $ 
Auth.: HR TO-2 A 
Date: -/4A/£vl3#_ I 


1. The new T/0 for will be published in a somewhat 

different form from that U3ed in the past. This new format will provide 
additional information which should be of value to your Office as well as 
to the Personnel Office in facilitating the keeping of accurate personnel 
records and processing of personnel actions® 

2® At such tinje as T/O's for all CIA offices have been converted 
to the new system, revised procedures for the use of T/0 data for. initiat- 
ing personnel actions win be published on an Agency-wide basis. In the 
interim, the following ^instructions will apply Specifically to your Office: 

a. Organizational Structure ; Ho change of form or use® 

V Position Titles: The \orrition title; appearing on tha T 
.. ^ . t* * e Official Glass!! 1 1 > ic to uu oi j > .i gi i . u* . 

roc or os and documents..' * Abbreviations are used for the longer titles 
in order that space requirements on various' personnel record's sevi 
force* may be met® Use the abbreviated titles as listed on Use T/0 
when preparing Personnel Action Requests, Form 37~3; and Confidential 
Funds Personnel Action,' Form 37~1» Substitute parentheses for the 
dash wherever tha latter appears to a T/0 title; for example; use 
Secretary (Steno) , not Se©rej^ry«5tena. The use of parentheses in 
such bases is required by'tHo TTivTlTService Commission; however, this 
symbol cannot be printed by available tabulating equipment. 

c. Grade : Tho Grade column lias been expanded to include the 
numeric aT~Clvil Service series code applicable to the type of work 
performed by incumbent of each position. For example, the position 
of Educational Specialist will be coded to the GS-1710 series (Ed uca- 
tion and Training Series),, The series code will precede the numerical 
grade of each position on the T/0 and:, -in the future, on all personnel 
action requests, e.g®, GS-1710 lit® 

d« Position dumber; 


(1) Form: (a) A single series of numbers .beginning with 
one will Fe”assigned by the Personnel Office for each organiza- 
tional component equivalent to or higher than the office level; 
(b) Within this series, numbers will be assigned in consecutive 
oraer to aJidi vid i ua 1 positions authorized on the new T/0 without 
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H|py>£ duties performedland^quig.U^Qatione required 
"P J# keyed together on t&e T/Oi : This is accomplished 
|py„aseicnint;^ regular position ^ura ^or to the first such 
jfiPS.ifcion On the T/0 and assignC^ ;thie same nunber plus 
glpfeis beginning with ^pl/^^tq., to following addi- 
l&ipnai identical positions. For example: 

Sample T/0 


S Division 
Y Branch 


Cfrade 

Intel. Officer OS^DlTl^ T2£ — ' 

Intel. Officer GS-132 12 125 

Intel. Officer GS-132 12 . 125.01 

Intel. Officer GS-132 12 ■■■; 125.02 

Intel. Officer GS-132 12 126 

$ 

In the above T/Q, positions identified by the basic number 
2125 are identical to each other. Position Z126 is not 
identical to Z125 or decimals thereto and is, therefore, • 
assigned a separate number. When preparing personnel docu- 
ments, indicata^poeition numbers of positions by 

using a decimal. point in lieu of the space appearing on 
the machine runj (i.e„, use Z125.01 instead of Z125 01). 

(o) Tho position number will be used in the following 
manner to identify "block” jobs (jobs at lower grade than 
T/0 authorisation used temporarily for training purposes, 
for, hiring new employees on a trial basis, or for assignment 
of present employees when their qualifications or performance 
are not sufficient for official assignment to the T/0 grade): 

(1) The T/0 will indicate only the full grade 
authorized for each position as, for example: 


Code Z 


Pos. No. 

125 

125.01 
125 o02 

126 


Title 


Intel. Officer 


GS-132 13 


Code 7 


Pos. Noe 


3Cf recruitment or transfer action to this position \e 
effected at GS-12, tee position number applicable for 
personnel documentation is Z37”12» Note that the basic 
position number is followed by a dash and the Cb or 
CPC grade which the incumbent will hold, When the in- 
cumbent qualifies for anu is performing the full job, 
he may be promoted to- GS-13 to position number 237. 
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' Similarly, if; the foregoing position is 

.^t v 0S-ll, the position nwn^ap^T-11 is used. 

h . ? If position to be blocked is listed on the 
an additl;>nal identical position, for example * 


Title 


Crade 


Code Z 


Intel. Officer GS-132 Hi 


Pos* no. 
38.01 


GS“13 r i Pe z38° S 3 itiCn num ^ er used for occupancy at 

(h) A block t ob normally is in the same classic 
fication series as the basic job. (A list of certain 
• exceptions for lowa-~graded clerical positions will be 
provided. See Attachment -1). If a lower- trade block 
job required in a different series, the basic job 
should be changed on the T/c to correspond. 

^ he used in numbering positions approved 
on the T/0 at multiple grants, for example} 


Intel. Officer 


Orate 

GS-132 ;/ih 


Code Z 


Poa» Na< 


This situation is comparable to the block job problem 
just discussed and will be handed in the same manner,, The 
highest grade level racogniaed ,,n the T/0 will be considered 
to bb identified by the position number assigned, Arrv lower - 
grade levels utilized within the range provided will be 
identified on personnel document! by the basic job number 
followed by the grade used, for <xample: 


Intel. Officer 


GS-132 7. USE Pos. No. 7123-7 


T/q designation for this position will require no change 
from GS-132 5/lb listed above. 

(g) The position number wil. be used at a later date 
also as the recruitment request mmber to identify and control 
personnel action requests involviig direct recruitment. 
However, no change will be made ir existing procedures for 
preparing and processing recruitnu it requests at this time. 
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